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APPLICATION FOR RECORDS RETENTION SCHEDULE OEPARTMENT OF ANCIVES A SHeroAY
' RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: Sae Publication No. 76—~8M~1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Saction. oot

FOR AGENCY USE | 1. Agency Address : . FOR RECORDS MANAGEMENT USE
Application Dste Departmen tfothumaanesozzi‘;es Appiication Number
: Division of Physical Hea
May 26, 1976 : -

7 ! s Drug Abuse Testing Laboratory : : 7 y // 9//?
Application Number 47 Trinity-Avenue, S.W., Rm. 6-H Date Received Qate Completed

DHR-64 Atlanta, Ga. 30334 F sy 2 71976 |SUN
2. Person to Contact Working Title Telephona Number

Lawrence A. Reynolds, Jr. : Supervisor 656-4945

3, Action Requested ' » '

a. (] Estabush Retention Scheduie; reeord will continue to accumuiate.
b. G Disposo of ‘present accumulation; no further accumulation anticipated, -

Amend Application Na. 74-114 Chack Qne: @ Change; O Supercede: [J Void _See item #12
4. Dates of Series S. Records Serias Title (followed by title used in offica; if different) '
Earliest " Latest

| Drug Abuse Patient Test Report Files

8. Dividﬁn and Office Function What is the function of the Divi;ion and d\érdffiee in which this reﬁwd ﬁerias is created?

7. Record Series Description This file contains the followmg documants (.-nc!ude form numbers and titles, if any):
’ Amd; amp#es of the file.  ~

Docurments raiating to:

Included are:

. File is arranged:

8. Monthly Raference Rate How often are records referred o which are:

. One to six monthsoid . Seven to tweive monthsold . ___; Thirteen to twenty-four months oid
twentv five months and older ? ] : -

9. Armual Rate of Accumulation of Records

Lmar -size drawers Lml-sxze drawers .__._...._.__ Shelves ; Other (spa;::‘fy}

AR=80=71; Rev.78 ’ - {Qver)



10. Questionnaire (P?acf an “X* in the proper column) | , e
. s this the official copy of the series? .
it not, where is jt? 4 : : . :

b. Does the seri¢s contain confidential mformat:on requiring security handling? If yas. f‘lte law or regulatfan

YES

£

e is this 8 vital recard?
d. Does this series have historical or long term research value?
e. Whan one or two documents in the file maka it necessarv to keep the entire file for a Iong period, could these

9. Isthe mforrnatlon contained in this saries evar analvzed and/or recorded in a summanzed report?
_if ves, attach coov.
h is there a duplication of this saries in your ofﬂca orin another office or agancy?
1 ves, where? - .
L _lg this saries /or @ major parti it) requia jcrotilme : : 3
L_Does the record series result in a comouter orintout?

11. Retention Requirements

.~ The following requires the serigs to be kept:

a, Suff Law

years.

b. Statute of limitation

years.

years,

c. Federal law

d. Audit period

years,

8. Administrative need

« Years.

years.

f. Federal retention instructions

Attach copy or excert of laws or regulations. Explain administrative need.

Toxicology Analysis Report is needed for follow-up research material.

This agency recommends that the file series bs cut off at the end of each:

12. Appraved Disposition Instructions

O Hold in the currant files ares month(s)
O Transfer to local holding area; hold
O Transfer to Stats Records Canter; hold
O Destroy.

O Transfer to State Archives for permanent retention.

QO Other (Specify)

Toxicology Analysis Report
DPH/DCS (4)~96

(12 month accumulation less than
one c¢ubic foot)

—Fess-Regults

ts_ 4P

———

—

(3 Calendar Year': 0 Fiscal Year: ¥ Other

year(s}; then
year{s); then

gee below then

year{s); than

each
Cut-off . flle at oo end of &k
“calendar year; then transfer to wiee
State Records Center; hold 5 years,
then destroy.

On January 1, 1974 and every

two months. thereafter cut off
"‘”‘“‘the—f&d—er_,tben hold in current

files area two months; ERén transfer

to State Records Center; hold one

ear;

then destroy.

Thess mstructions apply to all prior and future accumuiations of theysertes

—ru

Date

Records Management Officer /Signature}

Date

-

5-26-1b

ALY,

STk

ignee (Signaturs)

Waller | 00 Dr N

Date

! Recommendations in para-
graph 12 are approved.

State Auditor/Designes

- w mittee (Signature)

' §—lo- 7L |

{If disapproved, attach letter

of explanation.) Sacr

of State/Designee

Cousnsed oy~

£-9-76

e e,

i : = ‘
: Attornay General/Designee /iléi Z/::Z )2 ; é é ! z &
A AR-50-71; n-."‘iﬂs 7 - — B Tﬁmusv&dgi S -

&i7ul




STATE OFFICE OF ARCAETARY OF STATE

REPARTHERT OF ARCRIVES & RIBTOAY

.* . GEORGTA RiCORDS DISPOSITION STANDARD ucom.u WARACEMENT DIVISION

0 Apphcatmn for ' S ' _ PAGE

et - . .
a Date Iﬂn Shurrrom, Ses separate instructions for complation sff FOR RECORDS MANAGEMEAT DIVISION USE .
!

Marc:n 26, 1974

front a=d rnm-.. af thu foa-- SI.gll origingl agnd tue copies

—

2

Agerzy & 4
L ME*RIT Application Mo, nﬂ"d .l'oruard to n-part-unt of Archives and Wistory, Atcention:

DER-DPH-23

Records Manazement ﬂff!eor I

2
S

Cept. of Human Fesources

LoFTa - Ttetat A, furtiwlercn A Adminlatering "?flce Address . Perecn ta Thptact

Division of Phys:Lcal Health T

. 3 [of
© Drue Abuse Testing Laboratory Miles chwartz

-Eﬂ ESTABLISF DISPOSITION STANDARD

APR -5 1974 TU-\\N apR 15 1o

. +
Date Pecelved . Applicatiocn Mo, Late Compieted

-

; Rp—

47 “rinity Avenuwe, S. W. Pm. 6 H 5 voraie i PR E
itianta  Georeia 30334 : .| Drur. I.a'h Sunv. 656—1&850

“TON REQUESTED

bISPOSE OF PRESENT ACCUMULATICH;

ORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION'ANTICIPATE@

Test & Latest 9. Exact Series Title
iete3 of Series

Jar.. 1974 - present DPUG ABUSE PATTENT ’I’EST PEPORT FILES

T Whet 15 the function of the office in which this record series is created?

The Division of Physical Health, headed by the Director is resoon51ble for the admims-
tration, direction and coordlnatlon of F‘hysmal Health Prograrns in the State, such as:
the estab]_ls}unent of health standards for businesses, housing, field operatmns and
hospitals throughout the State; the improvement of the physical and dental health of the
residents of the State:i the dlagnosm and control of dlseases, the supemsn_on of
censtruction and licensure of health facilities.

The Laboratory Unit, under the direction of Chief » 15 responsible for performing
bacteriological, chemical, and immunological tests for diseases or abnormalities on

- a variety of specimens (primarily from humans) received from throughout the state.

It is also responsible for the evaluation, improvement and licensure of other labor-
atcries in the state. The Unit accomphshes these goals by the testing of specunens-
thru the activities of the Diagnostic Service laboratories, and formuilates pob.cn.es
and standards of performance for the evaluation, tralmngr and licensure of clinical

lakb :I‘.r\'n:l'['n'h'] o

—

. This file contains the following documents (include form numbers a.nd titles, if any,

and file arrangement). .

Docurents relating to the results of labor\atory tests conducted to determ_ne the presence
or absence of a variety of abuse drugs (such as: oplates, alkaloids, barbiturates,
amphetamnes and hypnotlcs) in human body fliids of patients who are voluntarily
participating in programs intended to terminate the individuals use of abusive drugs.

Included are the Toncology Analysis Repor't '(DPH/DCS [41-96) which includes:Patient's name

and identification number, participating treatment center and its identification
number, laboratory control number and the positive or negative test results for a
-particular abuse drug. Also included are the actual test results mglstered on
chromato uiraphlc chart paper which may show the presence of drugs in the patient's
-body flulds (urine, blood,tissue).

File is armnged ehronologlcally by date of test:mg’, thereunder by pat:.ent's nare and
identification number. ATTACH SAMPLES OF THE FILE

i
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' e UE?YONNAIRE H.;-'-," "t" in the proper column. If anawer @ "Y£5,° p'l-:::"—-‘:;‘x..sn . A._. 7 - - “ES l‘h. n
12, Is this the Record Copy of the series? S _ﬁ ' L [x?- §
1%, Iz there & gﬂa}lcatlon of this series in enother office or agency? o [xf
Test ;ultsAalzg' sent to Drug Treatment Center and become a par'l‘: of Patient's :Ilfadlcal
1. T: she inf:iroation contained in this series ever summarized or publishedfy fx!?
itmeshoozrv ¥ summary or publication. v UL ety ”%f“‘ﬁf?‘L“’va*' ' .
- 122 the zzrigs contain classified 1nformat1qn re ring_securit endling?
Trrifidentizl Medical Tecord-Ga. Health Coce: % ornglcenq dlECLlOn d £XPV [ ]“
7. I-=z the zivies 1n1t1aue, amend or terminate agency p011C1es and procnduresﬁ 11 Ik
1. 714 the Tunction be performed if the files were lost or &estroyed* R "¢ IR B
i, Iz %the seriss (or ma jor portlon of 1t) regularly microf11med9 If yes, why”r [} -{x
2. T:e:z the reord series,provide data as input to an EDP file? -~ = [:] (X3
1. Z:=z the rz2ord series contain documentafion'produced as EDP pfintbﬁt°3 [1 X
ZZ. Zz: =he Fedsval Government issued instructlons governing the retentlon/dls,c— 111X
- zizicn of trese files? ; o U N ' .
zz. Ti;l‘theri'te = need for these records 10 15 years from now* If yes what? [ ] (X
b ame | Vo S ST
Voou, BE ULRMMENTS Tne following requires the files to be'kept 1u ALK f*_s
8.5, 2727F  b.[ISTATUIE OF  c.{]AUDIT d.'[]FEDEPAL e. NADMINISLFATIVE f. []E{ICT’JDICAL

NEC . LIMITATION PERIOD - - LAW " "DECISION ' “VALUE

- (Zite Law, Statute, or other reascn for the retention requiremgwt)
Lega” authority given in Ceorgla Laws 1970, Licensure of Clinical Laboretories, p. 531,
et c2g., requires a twelve month retention. JIt has been our experience that t‘ne most
frecuent reference to the reports takes place within 14 months of the or'lglnal test.

;| 25. AXNCY RECOMMENDATIONS. This agency recommends that the Tile series be cut off at the end
: c? each -[JCALENDAR YEAR -—[]FISCAL YEAR -[XQTI-{ER o .__see belcow . sthen:

Hold in the current files area - | month(s)/ year(s) B

Trensfer to [ ] State Records Center [ ) Local Holdlng Area, hold year(s)
Destroy. ' - - R _ o
Transfer to State Archives for permanent retentlon.---% *-_- %f ' “,-1 e =

i ] Destroy irrmediately after cut-off. -
X ] Other: (Specify) On January 1. 1974 and ever'y 'two months thereafter cut off the

- o file: ther hold in current files area ‘two months; then transfer to _State Records
Center, hold one vear, then def;tmv.__ .

!
i

femd ety 4 M d

[

(Indicate Eriefly rationale for recommendations above/or wr‘itl'é additional remarks) :

recpraz ”gragement Offt (Signature)l . Date _ ' 1 | —
ﬁ,{ (L oo 7" (% eq dmﬁ, ) //¢ OTHER REQUIRED SIGNATURES DATE
. Recommendatfons{igency Head/Designed ~ - . on Q’z! m RTH
in paragraph 25 X ] Approved Disapproved ' | ¥ ¢ ‘”‘

a,e’Auditor

Destgnee

] Disapproved
State/Designee
1 IDiSJproved

\\ \\\,\n s \\\ “&\n ~_




STATE OPFICE OF BECAETARY OF BTATK

GEORGIA RECORDS DISPOSITION STANDARD RECORDS MANAGEMENT DIVISTON

2, A;eﬁy"l’pp}ic;tlon Ro. foe
DI'R"DPI'I—ZB -’ Records Wanagament Offiecsr.

e
AG!I"Y Division, Subdivision & Administering Office Addresa ] Perscn to Contart
: .

Dept. of Human Resources
Division of Physical Health -

. . E -
F .« Application for DEPARTHEAT oF anchivEs & arstoni M

.ﬁiliﬂﬂon Date IASTHYCrtoRY Ses separate inatructions for completion of Jf FOR RECORDS MANAGEMERT DIVISION USE
mrch 26, 197”’ front and reverse of this form. 5Sign origimal and two cepill Date Recelved Application No. Date Completed

and foruard tc Pepartment of lwfh’un.' and History, l;tcnu‘o‘n.‘ APR - 5 19?4 qq-\ \ L‘ APR 1 5 19?4

Dr'u%r use Testing Laboratory Miles Schwartz
init Avenue S. W. Pm. 6 H ' |5 vernine Tine 6 . Tel M
Atlanta. a 30334 _ Drug. lab, Supv. 656-4850
7.ACTION REQUES‘ED o
Ea ESTABLISH DISPOSITICN STANDARD; DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE NO FURTHER ACCUMULATION ANTICIPATED.

8.Earliest & Latest [9.Exact Series Title
Dates of Series

. Jan. 1974 - present DRUG ABUSE PATIENT TEST REPORT FILES

L0 What is the function of the office in which this record series is created?

" The Division of Physical Health, headed by the Director is responsible for the adminis-
tration, direction and coordination of Physical Health Programs in the State, such as:
the establishment of health standards for businesses, housing, field operations, and
hospitals throughout the State; the improvement of the physical and dental health of the
residents of the State,, the diagnosis and contrél of diseases; the supervision of
construction and licensure of health facilities.

The Laboratory Unit, under the direction of Chief, is responsible for performing
bacteriological, chemical, and imminological tests for diseases or abnormalities on

a varlety of spec:.mens (pm.marlly from humans) received from throughout the state.

It is also responsible for the evaluation, improvement and licénsure of othép labor- ‘
atories in the state. The Unit acconphshes these goals by the testmg of specimens®
thru the activities of the Diapnostic Service Laboratories, and formulates policies
and standards of performance for the evaluatlon, training and licensure of clinical -

El This file contains the following documents (1nc1ude form numbers end titles, if any,
and file arrangement).

Documents relating to the results of laboratory tests conducted to determine the presence
or absence of a variety of abuse drugs (such as: op:.ates, alkaloids, barbiturates,
a.mphetamn.nes and hypnotics) in human body flaids of patlents who are voluntarily

and identification number, participating treatment center and its identification
number, laboratory control number and the positive or negatlve test results for a
particular abuse drug. Also included are the actual test results registered on
chramatographic chart paper which may show the presence of drugs in the patient's -
body fluids (urine, blood,tissue).

File is arranged chraniologically by date of testing, thereunder by patient's riame and
identification number. ATTACH SAMPLES OF THE FILE

par't1c1pat1ng in programs mtended to termlnate the 1nd1v1duals use of abusive dxuge.
Included are the Tox:Loology Analys:Ls Report (DPH/DCS [ul- 96) which includes=Patient's name

¢ Form: AR-50-1) -
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QUESTIONNAIRE Place an “x* in the preper celumn. If ansver 1a "YES," plense explain 5 ., . )_754__TES— i ﬁ-é_
ry
13. Is this the Record Copy of the series? (x] jl'} ]
! | ‘ o )
14, Is there a duplication of this series in another office or agency? ' [T [xt

Test resultsA sent to Drug Treatment Center and became a part of Patlent's {,rﬁdlcal
15. Is the information contained in this series ever summarized or UbllShedbE%J [ 1 [x]

Attach copy of summary or publication. L AL o £ *"z"”"{ﬂ‘""w“"#
o AT e o ol T R T L RS P S RN B R on o, 4P [ ]
17. Does the series initiate, amend or terminate agency pollcies and procedures‘? . 11 [x]
18. Could the function be performed if the files were lost or destroyed? x1 [ 1
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? (] [x]
20. Does the record series provide data as input to an EDP file? [1 [X]
21. Does the record series contain'documenta.t’ion produced as EDP printout? [ [X]
22. Has the Federal Government issued instructions governing the retention/dispo- . .[ ] [X]

sition of these files?

23. Will there be a need for 'l:hese records 10, 15 years from now‘? If yes, what‘? [ 1 [X1

- v

2L, REQUIREMENTS The following requires the files to be kept ) ill %gsas. ﬁ"s

a.KISTATE  ©:.[]STATUTE OF = c.[J]AUDIT - d.[]FEDERAL e.ADMINISTRATIVE - f. []HISTORICAL
LAW -+ LIMITATION - - PERIOD LAW - - DECISION . - - * VALUE

: (C’zte Law, Statute, or other reason for the retention reqmrement)
legal aut}wrlty given in Georgia Laws 1970, Licensure of Clinical Laboratorles, p. 531,

et seq., requires a twelve month retention. It has been our experience that the most
frequent reference to the reports takes place within 14 months of the omglnal test.

25. AGENCY RECOMMENDATIONS. ‘This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR - JOTHER ___see below . _ sthen:

] Hold in the current files areas . month(s)/ year(s):

] Transfer to [ ] State Records Center. [ ] Local Holdlng Area, hold year( ):
] Destroy. = = .

] Transfer to State Archives for pefmanent retentlon
]
]

Degtroy immedlately dfter cut-off. - -
Other: ( Spec1fy) On January 1, 197|-l ard every two months thereafter cut off the

file: then hold in current flles “area two, months then transfer to State Records
Center, hold one year, “then deqtrov._ '

[
[
[
1
[
(X

J'

(Ihtiicate briefly rationale for recommendations above/or write additional remarks):

Recprds, -7 agement Office (Szgnatyre) Dat; )‘7 y OTHER REQUIRED SIGNATURES DATE

- A — ]
-

gency Head/Designed - /. XS

ar'9°

N W-p-aH

State/Des'Lgnee
'[ 1 Disapproved

Dmadd 7M H40-TY

Attornby General/Designee
¢+ Approved Disapproved

IMM | Ase-)y




